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l.l flonoxeEne {)6 apxnBe KyMcpT aycroro Orrnriara OI'y (aanee - flonoxeHlre) pa3pa6oraHo

B COOTBETCTBI,IU C:

- (Deaepa,'r6HhrM 3aRoHoM or 22.10.2004 N, 125-(D3 "06 apx[B{oM .qene B PoccnicKoii
Oeaepaqmr";

- noalyHKToM 8 nyurcra 6 flonoxcfilt, o OeaepanonoM apxuBxoM arexrcaoe, ).TBepxaelJnoro
yKasoM flpB[aenra Poccuic(ofi ocacpauxx o'r 22 trroEs 2016r. N293 "Bo[poc6r oe,uep&'rbHoro

apxuBHoro areurcrBa" (Co6panne 3akouo,aaremcrga Poccuicr<oi @eaepauhu, 2016, N 26,cr.4034);
- IIprKa3oM oeaepanbEoro apxuBHoro arcHTcrBa or I I aupeae 2018 r. N 42 "06 1'roepN,terllrr'l

npr-rMepHofo nono)r€Eur 06 apxnBe opmfl l|3aunn".
1.2. ApxnB Ee rBJrrerct crpyloyprrElM rloApa3aeneEueM KyMepraycxoro (bl,lnH&'ra

+e.qepajrEEoro rocylapcrBeHForo orc,qxcrHoro o6pa3oBarer6Foro yr{pexAeErit B6lcllero o6pa3oBaHut
(OpeH6yprcruii rccy.qapcrBeHEl,li yH[Bepcurer)) (AaJlee - $[nua,'r).

1.3. I4cxoar t-l3 Toro, qro B rrrrarHoM pacntcallfitt tlr rala orcyrcrayer aojtxtlocrl,
apxrBapqyca, ero (byHKu[oH&rbHbre o6r3aBHocTt, MofyT 6uTb so3noxesbl ua oanofo IIJII EecxojrEfi'lx
pa6orH[(oB oll"rrlara Ea ocHoBarrrrlll BXnoqeII[rI JIoloffInreJIEHI'Ix obt3aHsocrei B TpyAoBoi .{oroBop,
ao,qxEocrHyro uHcrpyKrlrxo Ir [pr:r(a3a llo {ruLll,lary (.uarce HaruaqeHHoe nrIIIo).

1.4. ApxrrB (Dnnria,'ra co3Aaerct c ue"tLlo xpauetlutJ KoMlureK-roBadrrt, yltera u ltcno.rrl'3oBaHlrt

AoKyMerJToB rrocrorr{Horo fi ,loJ]roBpeMefiHofo (cB6lue l0 .ner, 3a Ircl(rloqerllleM BHnycuHx
l(8a.,'lllibltKaqlronHBD( pa6or) cpoxoe xpaseHut, o6pa3oaaaruExct B aetretl'Hocru aprrlllt.Ina corracfio
EoMerr(rarlpe,4eJr, yrBep)K.rleHHoi [pI-IKa3ov.4uperropa sr ra,ra.

1.5. Iloueuesrr apxuoa ptBMeluap, c! B xa6userax a Koptlyca,\ NsNe l, 2 Ii 5.

1.6. 3a (axrErM rroMerueHreM apxlBa 3aKpenr'Iterct Ha3HaqeHHoe nnqo, uMeloulee Aocryn t(

.qoKyMeHTaM. flporr4M nurlaM Aocryn B noMculeHlt, apxuaa 6e3 Ha3Ha'leHsoro rrIIIa 3alp€nlet{.
1.7.. B cnyqae BpeMerrgoro orcyrcraur Ha:llaqessol o Jltua (ornycx,6ore3l$ r't r.a.) aocryn t

noMetuel[Ie apxlBa MoxeT 6hITb oc),Iuecmnetl Torlt l(o l(oMncclloHHo Ila ocHoBzrHln pacloptxeuut
.iurpe(Topa orlnl,Iarna.

2. 3aAa. r fi oyErflt|rr tpxtBa

2.1. OCHoBHEIMI' 3aaa.{aMr r lb}'rrkufitMn apxnBa tBJlllorct:



- (oMnIreKToBaB[e, xpaHeHlte lt y.lET aoKyMeHToB, nplHrrbrr( B apxlB cornacHo
HOMeHKnaType |qex;

- rrpoBe,qes[e MeponpnrTnfi no co3,lasulo onTllMaJlbflbrx ycnoBufi xpaseHrr Io(yveHToB H

o6ecneqeHrro fi x o[3HqecKoi coxpa]rHocrui
- opraHr3aqr{r pa6oT6r rronb3oBaH[t aox] eHTaMx, taxo4rurtMr.tcr B apxtBe;
- rcrrorEeH'le coqralr6Ho-IpaaoBbrx r.r ttr{ux 3alrpocoB rpaxaar.rr Bhlaaqa apxlBrrbD(

cnpaBoK, r(omrt l. BblIlEcoK u3 ,rloKyMeHToBr paccMoTperMe 3aj|B]reHlli, npejuoxeHtf, r{ xzulo6, npxeM
rpar(aafl;

3. Ilpaoa u o6r:anrocrr H!3rscerHoro nrlu!

3.1 Ha3HaqeHHoe nr,Il.to [Meqr rrpaao:
- Bnocurr, nperlroxenrr py(oBoacrBy OfiraaJra o coBepluescrBoBalnu pa6orbr apxnBai
- JlaSaTL pa36tCHeHXt A peKOMeHIaUt[ ItO BOnpOCZ!M, BXOI'TIInM B TOMIIeTeIIULIn apxxsa;
3.2 K o6r,lasBocrri,r Ha3rraqeHr.roro rrua oTHocltrcr:
- npneM B apxnB, perncTpauua, yqcT, cucTeMaTruaufir aorq eflToB oT cTpyrcrypHblx

nolpa3AencHBi OnnuaJta coDlacHo rroMerrMarr?e ,leri
- orlopuaerrle yreTlr6u Aol<) esros (KHItr yqera nocTynneHnr u B6r6brrr.tr len)i
- flor-ick leo6xolnMHx aoKyMeuToB;
- opmHx3aulr l,|cnoJrL3oaauxr aoK] eHToB;
- nHoopMl-tpoBaure pa6orrr{roB o cocraBe r coAepxastl lo(yMeflToB apxr,Ba;
- BL(Iaqa B ycTaHoBneEBoM noprll(e aen ao Bp€MeHHoe nolb3oBarrle! Ior(y{eHToB unu

ronrlfi lorlueHToB Arr cryxe6Horo r HaJrysoro rcnonE3oBaHu{i
- BbIAaqa llo/ljltfiHr,rx Io(yMcHloB lpaxrqaH Ir3 Jlltqllblx aet;
- pa6orbt no 3Kcueprlt3e qeuuocru apxnBsbrx l1oxyMenroe, $opunpoaanxro AoKyMeH.loB B

IeIa nocTor|tHoro xpaHeHl,lt;
- KonTponb ra co6nolexuena a rroMerrtellrrx apxuaa ycjroBrifi, seo6xo.UrrM6rx JUrt

o6ecfle.reF{r coxpassocrlt,{oKyMeHToB, o6ecneqeHre [oxapEofi 6eonacuocru;
- yqeT loKFtenToo6opoTa h KorlqecTBa aeJl. Br,uaga apxrBHLrx cflpaaor Ha ocHoBe

aasrrbrx! rMeroulrxcr B Jlol(yMeHTax apx[Ba;
- olleqarhlBzulre ,uBepefi floMeuleHui apxuBa

uecar'rKunosxpoBaHBoMy,qocTyny;
c uerEKr npenrTcTBxt

- Hepa3r'JlaureBre flonyqe rrofi Bo BpeMr pa6orl'| xourfa,4enuxanlHoi, rra) Ito-
-rexrnqecKofi, koMMepqecKofi r 

'trrofi 
rEoopMarlrtr.

3,3. Ilartaqelmoe lrrqo Hecer orBercrBeltuocr6 3a coxpru tocrh ,lloxyMexToB, nepeaaHubtx B
apxua orlrnana.

4. IIopcIoK oooDMnefll|r n nepela.rl [eJ B apx[E O||nslnt
4.1. Aena noclorHgoro, aorroBpeMe[fioro (cBErue lonsr) xpanehnr, a r (xe BbrflycKH6re

kBanH(Dr{KaqroHHbre pa6oru, no,qlexar flepeJlaqe B apxae Qu.nnaaa flocjre oKoH.rafirrr KarneHlapHot!
foAa, B KoropoM oHt,l 6Htn 3aBeleHhr.

4.2 OdopMreHre nen
4.2.1. B 3aBucrMocru or cporo! xpalreHr, flpoao,rlurct tlojrHoe rrr qacrrqrroe o@opruncxrc

,ucn.
4,2,2. Aena aoltoBpeMegloro xpaHegur, ge orgocruu{ecr r< JrxutoMy cocraay pa6orrrxoa

(Dhn&ara, Ilo.trexar qacr qHoMy ooopMneglllo: ,qena .uolycKaercr xpaE'lTb B cKopocurrrBarerux, He
flposoariTE nepecncTeMafl3aqurc ,uol(yMeHToB B lejre, ItcTBr Jlena He ByMCpOBaTb, 3aAepUTeJrEgLre
tlaJlnxctt Ee coctaaJr*rb.

4.2.3. floarovy oibopMnesnrc rroArexar Aera no nrlqaoMy coctaBy pa6orlr(oB d)r.uuarra
(npH(a36r rro ntqHoMy cocraay, nI,qEBre lela,llucgHe cqera):

4.2.3.1. noflIlr|BKa rinll nepeflner Aer.ra flpr flepetraqe B apxrB .qonxn6r 6rul gunolsess
cnelyoulBM o6pa3oM :



. aoKyMcHru rroalrlBaloTct ua qeTLIpe nporoJla B TBep/'lylo o6no)KKy rr3 xapTor{a fitu
lTepelue'Larqrct c yrIeToM Bo3MoxHocTr.r cBo6olHoro qreHrr rcKcla Bccx lIoKyMegToB, Iar, Bu3 tl
pe3orrouut B nux;

. Iptt lojlfoToB(e ae"'l I( nollr!flDke (nepenneTy) ut aoK)'MelrroB ylansrorcr Mera"'lnrqcc(l-tc
cKpelneH[r (6ynasKr.r, cKo66r, cKpeflwr);

. JrrrueBr,re c:rera pa60TqrKoa uo 3apa60Tuo[ u.,raTc pacloJlaraxjlct Ilo iui{paBltr'y

OaMl,nrri, upn(a36r 
- 

crporo [o troprjlxoBblM rroMepaM:
. oco60 lleHflbre ,qoKt'i{errrr,r (aoKyMenrbl, [Merolure [crophqcckoc 3HaqcHrac u.qp.), a

T (Xe HeBOCTpe6OBaHsbrC r[qs6re ao(yMeuTlr (aTTecTaTbr, aqlnoMLr npe)lll7'lyntefo o6pa3oRaHtt 
'r 

Ap.)
B&ta4brBtuolct B,uolo;

. B KOIttIe I{aXIOrO /'Iera llollfl{Bac'lct rtucTLrfi 6naHK .lncra-3dB('pxTeJl, .qcra, Koropbli
3anorHrelcJi JlhuoM, lrpoBo.4lBrxr-rM (bopMnpoBaBfle .qena (np[roxeHueNg l);

. a JIUqIIOe AeIIO IOCJIe JrtCTa-3aBeplTent nOArrrEBaeTCfl JIfiCT ACnOJr630BaHI,lt AC.rIa

(np{noxeIlreJ'{'! 2)t
. B HaqaJre nnqsoro aena no.[[ItBaeTct 6naIII( BFyTpeHrrei oflttctl Io(yMeEroR lena

(npunoxeEIleJ'{e 3);
4.2.3.2. HyMcpaul{r nucroB B ae.nc;
. BCe JlUCTr,l (rpoue r{cra-:areprreJrr r.r BrryrpeHrrefi onl,cH) nyMepyrorct apa6cKuMlj

uu$parlr oaloroi lryMepaqrefi B npaBoM BcpxHeM yrlly, Ire 3a,(eB,u rcr(c ra aokyMeHToB, qepHBIM

rpa$avecxuv KapcHJtalUoM. lrrorpc6,rerle rrcpulut l,t uBcrHba KapaHAaucii Mr HyMepaurti ,'rl.icroB

3all peulaeTct;
. Jtl,tcrbl /ler, cocrorull'x rr3 llecKojrBl(l.tx roMoB l,ljrr qacrcttr HyMep]'lorc{ no raxloMy

TOMy rUrU rlo (a)(Jloi qaCTI,t OTIe"'I6HO;
. c.noxerrrrbrfi rr-rcr (oopMara A3, A2) pa3BopaqrBasrct l, llyMepyErct B npaBoM BepxlleM

yrny, npn 3ToM rrcT rM6oro (bopMaTa, lollrut'rui 3a oanH Kpai, HyMepy{ilct xax oal'lH rll'tc], rll'lc'r.

croxeHgHi r floAr|''r'Ht 3a cepe,qqEy, Ilo,qjtexur ltepe[naKe lt {yMepyerct 'roxe KaK ortllt J'l1cl,
. rrrcr c rraroleeEHbMrr llo()MerrraMl (oororpaiDlrtMlr, BUpqlI(aMIl, Bbln[c(aMr tl r. fi )

rryMcpycTcr KaK o,[a]I JIIICT;

. ecrr k /'loK)'r!reHTy rroaKreeHbr o^n[M l(paeM ,Ilpyrl'e ,{oryMellTbl (BcTaBKIt reKcTa.

repeBo.rl, B6rpc3Kr r.r'r, ll.), L (turqHi aoKyMeHT HyMepyerct oraenr'no;
. ltoJl[IlirHe B Ae.[o KoHBeprEI c BJro)KeHttMu llF(epylorct cjleAylotllttM o6pa:ioM: Dlla'lilJle

ItyMepyeTct caM (oIIBepr, a 3areM oqepeaHhlM HoMepoM Kaxaoe BnoxeFfle B KoBBepre;
. B cJlyqagx o6xapyxexan 6o;rbtuoLo quc:ra oruu6ox g gyMeparyxr JrltcroB lle.Jta

xpoBoa[Tct ttx ltepellyMepailr{r, Ilpr 3ToM cTapLIe IIoMepa 3aqepKlBaroTct o.qlloi gaK'roHHoii 'reproi u
pt.toM cTaBIrTcq oBr,rfi oMep jrHcla. a a (oHlle lena cocraBrltelct lloBblii Jlt'lcr_3aBepxTenb. cTapl,tt
l r u c r-3aBepfl1ejlb 3aqepKraBaefcr, tto coxpaHre fct B lerle,

4.2.3.3. CocraBneHue,q{cra-3aBeprrert rera:
. JUlt yqcra (ojlrqecrBa Jruc'toa B /rejre L olt(caul,r oco6cHHocrefi trx H) repaugll

cocl aBr.rrercr rl.tcT-laBeprTe,'tb nena:
. JITCT-3ABeplnenb COCTaBJrrerCt B )IeJle na OTAenbHoM trcTe Bo ycranoBjleFHoii QopMe, D

KOTOpOi yX€!3brB?UOTCI UAtlpaVU U UpOnUCbIO XOJrlrqCCtBO IlpOltyMepOBAHHElX Jll',lC',tOB Aenar (ojrtrgec'lBo

nrcToB BHyrpeHFeft oIIrcIl, oroBapl,IBaloTct oco6eHHocTu Hwepaqal,l HoMepoB aena (H?t"lrqrc

nxlepfibfi HoMepoB Aelra, rrpoflylllenHbl,x HoMepoB, KoHBepToB c aJloxcH]ttMtl t KorfiqecTBoM

BJroxeHHErx B rlfix nHcroB). Jlucr-:auepare,rr, B KH!tr,!x cocraB.rlterct lla ooopolEoii cropoHc
noc.nenHero rrxcTof o IucTai

. illtc't -3aBepn lejrb floarlucbltsaeTct elo cocTaBI'ITe,lcM c y(a3aHBeM pacuruQpu]lKx

no,Illlllctl, IonxlIocrx l.l /llaTLI cocTaB.]IeHHt, Bce nocne,lyblqlre ll3MeEerirlt fi cocTaBe Il cocrotHnt aejla
(noBpe)r(qerirl', 3aMcfla no)IJI,IIfEErx aoKytrcHToB) orMegalorct B .flxcre-3aBepurere.

4.2.3.4. CoclaBncHuc BuyrpeEqci onHcn ao(yMctrroB Aeta:
. Att yqeTa .qO(yMeHToB B ,[eJIe. 3a|O,!OBI(U KoTOpI'lX lle paCl(pl,lBtuoT I{OHXpCT[oc

coaepxaHfe ao(yMeHTa (oco6o rIeHHLre, n[qHBle aeJra tap,)! cocTaBrcerct BHyTpeHErt ontol)
jlokyMeHToB aella;



. Blt)rTpeultm onuc6 cocTaBrrreTcr rfa oTAerrhrroM JrucTe tlo ycTaEoBresdofi QopMe, B
(oTopot ,ta3BrBaJoTct cBeaerirt o nopr,4(oB6tx tioMepllx noKyMeHToB AeJIa, aaTzx, 3afoJloBK,tx ,l
HOMepax n[cToB lenai

. BnlTpefllrr ollrc6 rro.[ntlcbrBacTcr ee cocTaiBr.tT€reM; ccn, aeno neperrnqTgHo linrj
rroAdrao 6e3 6lauxa ruytpcunei orll4ctt AoKyMeHToB, To cocraBjreHHaM no ycrarroBJrerrlofi OopMe
or rcE noAKrreuBaercr I{ aHyrpeHHeii cropoHe rrrleBofi o6rorffr lena.

4.2.3.5. O6nox(a xe,ta:
. o6noxKa leta nocTorr toro! IotaoBpeMeHHoro (cB6rue l0 ler) xpaxenr-rr r.r lo tM.rHoMy

cocTaay cocTaBrrreTcr n o(bopMnreTcr IIo ycTaltoBneunofi sopMc (npMnox€Ene 4), I KoTopoi
yl(a3llBzrroTcr HaxMcltoBaHne opraut,l3arlru, cTpyKTypForo [o]tpa3,4ejrell[r! ttH.[erc ,{eta, HoMep lcna
(ToMaj rracTltJ rlo roloBoMy pa3leny cBo,qHoii on cri Aen, 3aronoBoK AeJIa, cpoK xpaHeHu{:

. B TeX CJryr{a'x, (oraa a€,Io coclolrT u3 gecKoJlE(ltx roMoB (qacTefi), Ha o6noxKy Kax^oro
'roMa (qacTq) BuEocr.r'far o6uufi 3aronoBoK,qejra r 3aroJroDo( I<ax'4oro ToMa (qacTn);

. Ha o6Jrorfte .4era y(a3LrBaroTcr apa6cKuM! qri$pauu xpair rc Adrbr Acxa - roll\bu
3aBeAerruJl It oxoHqaHar leJra. Ecnll B .{eno !&Jtpqellr,r aoxyMeHTH (npr.troxerrnr n T. rr.), ,{aTr,r (oropr,rx
BbtxoatT 3a KpaiiHae.[aTLl aena, To nol AaTaMu .[eIa, c rroBofi cTpoqt(', 06 3ToM BHocr:tTC' 3alllio!: B
.{ere rMerorcr Ao(yMeHrLr 3a... roa(6r)". Kpafixllul ,[araMrl Aen cqur,trorcr Aara perxcrpaqrl
(cocraaaeuur) citMofo paulero r czMoro no3Allero .uoK]ttel]ToB, aKrloqeErir,Ix B Aeno. KpafiHrMl,l
IaTaMI,I IETIHOTO AeJIa TBJIiIOTC{ AaT6r IlOAiITCal{U' npll(a3a o [plleMe L yBoJILlIeIIItl,t ,ltiqa, Ba KoTopoe
9TO JleIO 3aBeAerto.

4.2.4. Aeto AonxHo coAepxarL lte 6onee 250 nrzcroB nptr ronuuHe He 6onee 4cM. Aero
o6T,eMoM cB6lrle 250 nqcToB Aenrrrcq Ra orAerbHHe roMa, l, 06 3,toM B AoxyMcl.re Aejraerc, oTMeT(a,

4.2.5. Ilre]yrpu reta .qo(yMeHTBr aorxfllr 66rrL pacrrolroxerrrr ra(, qro6Br ogrr tro cBocMy
ooaepxaqno [ocJreaoBaTelbEo ocBerqars oflpcaeneriHbre Boupocbt. flpr, gToM ,rloKyMeETEl
pacBotamroTcr B xpoHoJrorligec(oM noptffe (Bxoaturre 

- no IaTaM nocTl'nnellrr, llcxolflrue llo
aaT ?!M oTnpaBnerr[r) uxll no atn(barBrry aBTopoB n (oppecroEleHToB.

4.3 flepenaqa nen
4.3.1. B apxuB lepeAarorcr reJra nocrorr{HoaoJ aonroBpeMetnoro (cernue 10 ],rcr) xpaHeutr.

I4x nepeaava [porr3Bo)I'Tcr no aroaM (lpnroxeste 5). lll.rnue 
^qelra $opN'ip]rcrce B a,tq)aBlrrrroi

nocJlelosarenBHocru 4aMlrnl-ti. Ar(rLl np[eMa-flepelaqu cocratBJltlorct B AB]r( jK3eMrrr,rrpax,
4.3.2- Aena BpeMeqHoro (Ao 10,ter B(npqurenbno) xp,lscsli, (3a lrcK,tx)qelrueM B6rnycr(H6rx

(Ba,lnQrkaqronrrrrx pa6or) nepegave B apxnB Ounuar4 He noalexar. Oua xpanercx B crpy(TypHlrx
IloApa3AeneEqcx q}/nl/:a]la i no ricreqertt cpot(oB xparreHur nolutexar yHutlroxeHrjlo B
ycTaIIoBneEEoM ltoptlke.

4.3.3. nplteM l(axgloro Aena flpou3aolxTcr Ha3Ha.reEsEM nrqoM B np[c],TcrBrq pa6or'[Ka
cTpyKrypHofo Do.qpa3acJreH{r. flpl rrov Ha o6o{x 3r3eMnn{pa\ aKra y(!!:[,rBaeTcr qur]pil"vu n
npoflucElo (onqqecTBo lpakTtqec(r npnltTr,rx B apxrrB aen, a TaKxe lloalll,tc, Ha3HaqeHnoro Il{qa u
ttua! nepeAaBrnero leta,

4.3.4. AoKyMeH[bl, l(oropbte Ee Mor]T 6brrB flpollrr.rrEl B AeJro (ce4qcrr.rrtc.r.aa o perucrpaqls
upaBa, 3arclroqeEnr Mqc !r T..q.) flepeaaroTcr B apxrB nourT] iHo corracllo orrc!.

4.3.5. JIrqoM, orBslcaBeBnBrM 3a cBoeBpeMeHrJ'ro [epe,uatry JIen B apxrB (brraana, ,Bnrerc,
py(oBoarTenr, cTpyKTypHoro floapa3aeneH{r.

4.3.6. Aena, odopM,lerrnlte Eerrartcxa[lnM o6pa:ou, c Hapyureg[cMl Hacroruleao
flo:toxeuur, na xpaneHHc B apxuB He flplllrtlMattrrct Ao ycrpauelrflt orMeqerttbrx HeAocrarKoB.

5 3aKtm.tl|retbrrble no!'lorcehrrt
5.1 Hacrorulec floaoxenue Bcryuaer B crlry co.4rrr BaetreHlc ero B.qeficrBue npt (a3oM

)lhpeKTopa Qrnlana.
5.2 B aauttoe flonoxeHte Mofyr sHocl,trt c, rr3McHeEtt.[ Ii AononlleEllr, (oTopLIe

yTBepxaaroTcr perrreHneM )^lerroro coBeTa iluluaaa a BBoarTc, B aeFcTBHe npuka3oM /,IlpeKTopa
Ollnl{ana.



flpunoxeHre .ve I

K nonoxeHxlo (06 apxuBe
KyMepraycKoro OHnmna of Y)

JII,ICT.3ABEPIITEJIb NEJIA JI!

B aere noauuro r.r npoHyMepoBaHo JtlicToB,
(ulgpaur u nponacrn)
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